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27 Warch 1952
T
I sesistant Director
Office of Collection and Dissemination
25X1A9a : , ‘
| Froks | Organization and Methods Examiner
BUBJECTs Report on Office of Communications, Area
Top Secret Control Office
T Em?%n Review of the operating methods of the Area Top
Becret &@nm ffice, Office of Communications, for the purpose of
insuring complisncs with basic Agency regulations and sstablishing
uniforn opsrating methods throughout CIA.
Z. LUSIVE SURVEY DATEC: 25 Maroh 19%2
25X1A9 ' a&. Area Tep Ssoret Control Officer:
a Alternate Top Secrst Control Officers:
Assistant Top Secret Centrol Officers:
3.

Agenoy System:

{1) Tep Seorst document filss are decentralized to the
Divisions and one mester file copy is msintained by ths Area
600, At the present time Top Becret files are incorporated
with other classifications. However, preparations for
separating thess filessre underway.

(2) Documents from cutside agencies gre received direct
snd aseigned COMMO numbers.

(3) 4 green cover sheet is attached to the mester file
sopy of each document, listing all actions and routing of
cepise of documents. Signed document receipte are also
sttached thereto.

() OPC kend-carries documents direct to persons within
the irea, . ty-passing the Area TECO. OF0 glso brings many
documents in with OPC gpecisl cover sheets sttached rather
than the stsndard cover sheet. [, cument No. l

NO CHANGE in Class. e |

; ] DECLASSIFIED
Class. CHANGED TO: TS S Y
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k.

Teiermation

e

(5) The Area TSCO and one alternate scan all decuments
and prepare a digest on Form 35-1, File and Bouting £1lip, whieh
ie used in the internal distribution. Volume of documents
on which digests have been prepared is 9LO since August 1951
or over 100 per month, ‘

-R 3 i ALE 1

(1) Incorporation of Tep Secret and vther classifications
in the seme files. As stated above, these fiies are to be
sepsrated in the near future.

- %I%gw Froblems:

(1) Cryptographic messsges must be handled soparately
from Top Secret or any other clapeification. ALl personnel
of COMHO have speeial eryptographic clesrances. This problem
i handled Yy routing ell cryptographic messages unopened to
COMMG Security Officer.

é. General Froblems:

(1) OPC does not assign numbers to doouments before comc
has commented. It is, therefors, diffieult to control thess
unnunbered documents. Solution to this problem will be
recommended after exsminer visitas OPC. v

CONCLUSIONS s

8. This Area is to be particulerly commended for the ohservance
by all personnsl of channels in the control of Top Seoret
documents. The Area T9CO s¥ated that COMAO has no prodlem of
hand-carrying of documents outside the Area. Also, when
documents are brought directly to individugls by other Areas,
they are brought immedintely to the Area TSCO for control.
Support and cooperation bty the Chisf of COMMO have sreated

thie situation. COMFMO 18 the first Ares visited bty the
exemdner in which channels of sontrol are faithfully obmerved
by sll perscnnel.

b, Use of Form 35-1, File snd houting Slip, for internsl
distribution seems to be an excellent technigue for iress
having numerous points of intermal dissomination. COm0
retains two copies of the routing slip, files one Ly CIA
sontrol number and the other by mource. As each addressee

Approved For Release 2001/04/23 : CIA-RDP57-00042A000100100015-2



X g .
. R

PR N
IR §

. §
*’Nf Eamdla s o
Approved For Release 2001/04/23.;CIA-I§§WP,‘ Zig‘ﬁ9§5é900100100015-2 —

25X1A9a

25X1A9a

T i
Lk
G }%ML‘;"

‘3-

internally forwsrds the document, he returns a signed copy
of Porm 35-1 to the Area TSCO. Therely, any document can
be located intornally with the miigmun delay.

€. Preparation of a digest of each documont on Form 35-1 is
considered by the examiner to be wnesessary. Subjeot and ,
source should be sufficient.

8. It is recommended that clooﬁmant receipts should be filed
ssparate from the master file copy in chronological order,
thus fsoilitating follow-up on return of signed receipis.

b. Digost of doocunents on Form 35-1 is considered time
eonsuming and unnecessary. It iy recommended that this
practice should be eliminated to release tims of twe
exployeas for other duties.

¢, If the examiner's recommendetion of = system to prevent
over-classificstion 1 pleced in effect, it is recommended
that gognizence should be taken of the confusion between
*Top Seorst” and “iyes Only" in indootrinating review
personnal.

Orgenization and Methods Examiner

; 1 Officer

W. L. Peel

Chief, Organisation and Hethods Service
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